Welcome to the DOI Learn Federal Employee Log- On Tutorial

In this lesson you will learn to create your user name and password as well as identify your
supervisor and other pertinent information in the DOI Learn system. This tutorial is for only
federal employees that have not completed the initial system registration.

You may begin by accessing the DOI Learn website at https://doilearn.doi.gov as highlighted
below.
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https://doilearn.doi.gov/

Your initial User Name and Password has already been established.

Your User Name is the first initial of your first name and the first four letters of your last name
followed by your birth date (MMDDYYYY) — two digit month, two digit day, and four digit year

no dashes, slashes or spaces.

For example the User Name for Joellen Jarrett: who was born November 26, 1966, would

be: jjarrl1261966

See following example:

here

Please enter your User Mame and Password to access the web site

Public Catalog Lodin

i Please Log On:

User Mame: I"arﬂ 1261966

Passwaord:

Erivacy Act Accessibility

and/or login instrudions,
contact Geolearning at:

08 Compliance?
C Yes @ Nao
I forgot my password

To avoid technical difficulies
while using the DOI LEARM
application, please refer to thic
browser seftings document, to
adjust your browser settings.

% he password that
you must use initially
is: !ChangelT!

[

This is case sensitive,

so be sure to enter it (ot
. GREAT
exactly how you see it. DO) Employees
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Welcome to the Department of the Interior’s Learning Management System

DOI LEARN

Please enter your Lser Mame and Password to access the web site

i i -
Public Catalog Login C|ICk on Log on

User Name: I"arﬂ 1261366
If you need assistanca, b I
and/or login instructions, Password: jsessssnses

Accessibility

contact Geolearning at: B A
gousupport@geolaaming.com U ie Cati e 0 gwold technical difficulies
or (888) 722-3647 C Yes & Nao whila using the DOl LEAREN

I forgot my password application, please refer to this
browser seftings document, to
adjust your browser settings.
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It is required that you change your User Name. Please note that once you
change your user name you will not be able to change it again in the future. Once
set, it is set, Also. Please do not use your birthday in your user name.
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You MUST change your user name to create your new permanent login. =

e Alogical choice might be the short User Name that you currently used to
log in to your computer.

« If you receive an error message, then the Username you have chosen is
already in use by another DUl user and an alternatve Username must be
chasen

« [fthe Training Approval Cfficial field is already prefilled with the name of your
correct Supervisor or Training Approval Official, you can move on to the Mew
Passward' field. If nat, type in the last narme of your Supervisor or Training
Approver in the Supervisor Last Name field and click 'GO'. Once the screen
refreshes, move to the Training App-oval Official field and select your training
approver using the drop down arrow.”

To change your User Name,
click in the New Username
field and enter your new User

Name.

You must create a strong password to access the site. Strong passwords
must adhere to the following guidelines:

« At least 5 characters in length
s Af least 1 number
« Atleast 1 special character (e, #70%)

Please Log On:

Username

Email |
Supewisorl— G
Last MName

Training

Apprwall----PIease select the correct training approval official-— ﬂ
Official
Newli
Passward
Confirm
Password

Log On == | i

i
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You MUST change your user name to create your new permanent login.

» Alogical chaoice might be the short User Name that you currently used to
lng in ta your computer.

» [f you receive an error message, then the Username you have chosen is
already inuse by another DOl user and an alternative Username must be

Exception

'Deveinpmenl'
for:

chosen GREAT

+ [fthe Training Approval Cfficial field is already prefilled with the name of your DOl Employe

correct Supervisor or Training Approval Official, you can move on to the Mew
Password' field. If not, type in the last name of your Supervisor or Training
Approver in the Supervisor Last Mame field and click 'GO' . Once the screen
refreshes, move to the Training App-oval Official field and select your training
approver using the drop down arrow.”

Next, enter your e-mail
address. Be sure you
entered it correctly.

You must create a strong password to access the site. Strong passwords
must adhere to the following guidelines:

+ At least 8 characters in length
e Afleast 1 number
+ At least 1 special character (e, #E0%)

Please Log On:

Kew Usermame :I"arrett NeXt, C|iCk on the Supewisor\

Email; ljo_ellen_jarrett@@nbe. gov La.St Name: f|e|d and type the |aSt

Suporvisor Last Name: [Mclheetersl name of your immediate
Tratcing éyprov) supervisor. Please Note:

Official:
New Passwaord I YOUI’ SUpeI‘VISOI‘, |n thls
instance, is your Training

Confirm Password li
Approval Official. /

----Please select the correct training approval official— j

Log On == |

|&] Done [T T3 [ mtemet




The next step is very important.
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You MUST change your user name to create your new permanent login.

» Alogical chaoice might be the short User Name that you currently used to
log in to your computer.
+ If you receive an error message, then the Username you have chosen is

already inuse by another DOl user and an alternative Username must be Devet&'::menl
chosen CREAT

« Ifthe Training Approval Official field is already pre-filled with the name of your DOl Employees
correct Supervisor or Training Approval Official, you can move on 1o the Mew
Password' field. If not, type in the last name of your Supervisor or Training
Approver in the Supervisor Last Mame field and click 'GO' . Once the screen
refreshes, move to the Training Approval Official field and select your training
approver using the drop down arrow.”

You must create a strong password to access the site. Strong passwords
must adhere to the following guidelines:

After you type in the name of
your training approver, you
then, must click the GO button.

+ Al least 8 characters in length
e At least 7 number
+ At least 1 special character (e, #E0%)

Next, click the drop\
down menu button

and locate then

select your

supervisor. Be sure
you select the
correct name.

Please Log On:

Mew Usemame .I"arretl
Email I'n_el\enJarrett@nhc gov
Supervisor Last Name 'IM:I"heetsrs

Training Approval
Official:

it 1
Mew Password: [MCPHEETERS LINDA, DOIU - LEADERSHIP & PER-ORMARNCE DIV, BI266230
Confirm Passwaord :I

Please select the correct training approval officia

Log On == |
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You MUST change your user name to create your new permanant login.

= A logical choice might be the short Lser Name that you currently used to
log in to your computer.

= |f you receive an error message, then the Usermarme you have chosen is
already in use by another DOl user and an altemative Username must be
chosen.

# If the Training Approval Official field is already pre-filled with the name of your
caorrect Supervisar or Training Approval Official, you can move on to the Mew
Password' field. If not, type in the last name of your Supervisor or Training
Approver in the Supendsor Last Mame field and click 'G0' . Once the screen
refreshes, move to the Training Approval Official field and select your training
approver using the drop down arrow.”

dEXCEpHOnE!y
FAUEVEIDETHERTS
for.

GREAT
DOl Employees

You must create a strong password to access the site.

e You must now change your password. Please
= Jhlese HEN teindengen read the instructions above for more details. Make
s Allesst 1 special character (.e., #E@%] sure you use a strong password, as indicated

above. The definition of a strong password is

Please Log On:

— Daet | Means atleast eight characters, with atleast one
ew Username: ||jarrett ¢
Emall: [o_siien jamer@noe gov N NUMber and at least one special character.

Supervisor Last MName: [fMcPheeters

i Aopsﬁr;i‘;al_||MCPHEETERS LINDA, D, P & PERFORMANCE DI, 60266230 x|
Mew Password;

Confirm Passwaord:
Log On ==

|.g‘| Done u_l_ |_ |_ |_ |E_ |° Internet
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You MUST change your user name to create your new permanent login.

# A logical choice might be the short User Name that you currently used to
log in to your computer.

= [f you receive an error message, then the Usermarme you have chosen is
already in use by another DOl user and an alternative Username rmust be
chosen.

GREAT
# If the Training Approval Official field is already pre-filled with the name of your DOl Employees

correct Supervisor or Training Approval Official, you can move on to the Mew
Password' field. If nat, type in the last name of your Supervizor or Training
Approver in the Superisor Last Mame field and click 'G0'. Once the screen
refreshes, move to the Training Approval Official field and select your training
approver using the drop down arrow.”

You must create a strong password to access the site. Strong passwords
must adhere to the following guidelines

s At least B characters in length
s Afleast 1 number
+ At least 1 special character (i.e., #@%)

Please Log On:

Wew Usetmame: |jjarrett

Email: {jo_ellen_jarrett@nbe. gov TU Change your password: CHCk in

Supenisor Last Mame: [WcPhestars the New Password field and enter
|MCPHEETEHS LINDA, DO JOUFRRW password.

Training Appraval
Official:

MNew Pasgword; [ee |

conim B l—é—hen enter it again in the
oy h L Confirm Password field.
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You MUST change your user name to create your new permanent login.

» Alogical chaoice might be the short User Name that you currently used to

log in to your computer. B
4 ; P P EXceptions

» [f you receive an error message, then the Username you have chosen is SRl
already inuse by another DOl user and an alternative Username must be eveii::menl i
chosen GREAT

« If the Training Approval Official field is already pre-filled with the name of your DOl Employees
correct Supervisor or Training Approval Official, you can move on to the Mew
Password' field. If not, type in the last name of your Supervisor or Training
Approver in the Supervisor Last Mame field and click 'GO' . Once the screen
refreshes, move to the Training App-oval Official field and select your training
approver using the drop down arrow.”

You must create a strong password to access the site. Strong passwords
must adhere to the following guidelines:

+ At least 8 characters in length
e Afleast 1 number
+ At least 1 special character (e, #E0%)

Please Log On:

Kew Usermame :I"arrett
Email I'U_el\enJarrett@nb:.guv
Suporvizor Last Mame 'IMcI"heetars

atiing AS%E‘;' [MCPHEETERS LINDA, DOIU - LEADERSHIP & PERFORMANCE DIV, 60265230 » |

New Passward |-----nu-.
Confirm Password _I------"-. CI | C k on

Lwos]T —— LogOn
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wiolation, at the discretion of management and with due process ot Taw, consequences can mchide
reprimand; removal of access privileges; suspension, demotior, or termmation from worl; and
critninal and civil penalties

Rules of Behavior
I understand that. when using the Learning Management Swstem. I am personally accountable for
my actions and that I must:

1. Protect datain accordance with the Privacy Act of 1974,
2. Protect sensitive information from disclosure to unautherized individuals or groups;
3. Acqure and use sensiive mformation only m accordance with the performance of my official
government duties;
4. Agency pout-of-contact must protect mformation secunty by propetly identifymg Agency
employees eigible as users of the Learning Management System;
5. Dispose of s=nsitive information contaimed in hardcopy or softcopy, as appropriate;
6. Ensure that sensifive mformation 15 accurate and relevant for the purpose which it 15 collected,
provided, and used;
7. Protect my access codes from disclosure;
& Eepott security incidents and vulnerabilities to Departrent of Interior;
9. Comply with the prowisions of copyrighted software by not infringing upon or compromising
{copy, distnbute, mampulate, etc.) software of this system.
10.  Ensure all changes to Learming Management System components and data are done wia
approved configuration control procedures,
11, Tse government equipment in accordance with my site's/Agency's policies and procedures;

Accept the
Rules of
Behavior

T understand that al conditiens and obligations impesed upon me by these rules apply during the
time T am granted access to this system regardless of location

T understand that Department of Intenor reserves the night, to fermmate or suspend my access and
use of the Learning Portal, witheut notice, if there 13 a wiolation of these Rules of Behapo

Accept Rules of Behavior Deny Rules of Behavior

|&] bore ’_ ’_ ’_ ’_ E 4 nternet =

=




You have now successfully accessed the DOI Learn Management Portal. You will see the
following page with the DOI logo.

It is extremely important for you to add information to your user profile. This
information will help uniquely identify you as a user within DOI Learn.
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05 DOI LEARN Management Portal Log Off | Enable Text-Only | Help [P

Welcome MARTA KELLY (Departrnent Head)

Welcome Library Communication Course Catalog Course Autifiing Administration Helil
Welcome | | About | AN

Welcome \/
DOILEARM is an internetiweb-based, automated system designed to capture, TO ad d th e \

manage, view and report information specific to training, bath on-line and instructor additional

led, for all DOl employees. . .

information to
your User Profile,
click on the
Administration
tab.

Welcome to the Office of the Secretary DOI LEARN Management Portal

Supervisors will find their approval queue to act on employes training requests by
clicking on the Course Catalog tab

What does DOILEARM help me accomplish?

Youwill enter your own training requests

Youwill take any Departmentally mandated on-line training from this
System.

You can print your personal training history {transcripts) antime
from any computer with an internet browser.

Your training history will follow you to any new position within DOI
(Bureau/Office)

You can search training catalogs and register for online and
instructor-led training offered by Departmental training
arganizations.

You can complete an Individual Development Plan. This function is
not available to all employees but wil be at a future date.

You can attend Web-cast learning and search a leaming library for El
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Welcome MARTA KELLY (Department Head)

Course Authoring | [GELNIENSEESY | Help Desk

Welcome | Library | Communication | Course Catalog
About | | My Information | User Groups | Course isite | User | D | career Development |
Administration

This areais where emplovees and superisors

= maintain their mailing address and special needs requirements.
+ assign their supervisors and training approval officials
+ change their passwords

Click on My \
information to

access and update
your user profile.

Ny Information This is your Edit

Eiﬁ:;ﬂmllgfe(uis' e User PrOflle page
l:lsel lvlﬂTI.'lljellllel: —k /

Reports
Career Development

This area is where supemisors

e assign or delete their employees.
+ access the User Managerment area in order to view and report on assigned ernployees training
records. The User Management area is not available to Non-supervigors

Erivacy Act  Accessibility 7
] [T T [ mkernet
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Welcome 5T2 05 (Student)

Welcome | My Courses | Library | Communication | Course Catalog | [EENWNSEEGESN | Help Desk

About | [ My Information | | My Preferences | Career Development |

Edit User Profile (Please remember to click "Save' at the bottorn of the screen to save any changes.)
*User Name 373
Password Change Password
"First Name 573 * Last Name OS5 Middle Initial

gealliadiess |marta7ke|\y@|os.dm.gov

Office Phone I Ext (if req’d) |

Mailing Address 1 |1849 C Streat, Ny

Mailing Address 2 I

Ciy IWaShiﬂgtUﬂ‘ (n]ed

State [ tside US & Canada - =
ZipCode Ve & 7y € Foreign Zip © APO

Zip Codle I202 10

Country |Umted States

Department |nterior

Bwreau ofiice ofthe Secretary

Region
Org Name
Other Org 1D [ |
|g'] Done ’7 ’7 ’7 ’7 E 4 Internct
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Here, you can change your password, if needed, or add additional information as appropriate.

You will need to add your office information, such as, your phone number and office mailing
address. Again, this will help to uniquely identify you within the DOI Learn system.

PLEASE DO NOT EDIT OR MODIFY DEPARTMENT, BUREAU, REGION, ORG NAME,
ORG CODE, OR JOB TITLE FIELDS WHICH ARE PREFILLED.

To add your office phone number, simply click in the Office Phone field and type your number.
Add your office mailing address, city, then select state, enter your zip code and type your
country. Again, just click on the appropriate field and type the information.

Scroll down to see and complete additional fields.

AGAIN, PLEASE DO NOT EDIT OR MODIFY DEPARTMENT, BUREAU (Bureau of Indian
Affairs is identified as a Bureau), REGION, ORG NAME, ORG CODE, OR JOB TITLE
FIELDS WHICH ARE PREFILLED.



Review the existing fields and ensure the information is correct. Please note: If you
information is incorrect, please contact your Human Resource Office for corrections.
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Job Series 204

Job Tile [y AN RESOURCES SPEC (HR DEVELPMNT)
Employee ID

Appointment Type 15 - Career-Conditional
Duty Station 110010001
Pay Plan 3
Pay Grade 13
Dat2 Entered Gov
Date Entered Bureau (MMAYYY) [F=onm
Date Entered Position (MMAYYY) [55703
Entry on Management
Contractor Name I

Special Heeds I

GIOUp nane

Student’s Supervisors

- Assigned Supervisors -
MCPHEETERS, LINDA

Approves Training no

' Status Active

-

#-Indicates a required field,

Save your changes.

|gh| Dane

. save button.

Scroll down to the bottom
e of the page to see the

At Accessibility

‘nternet




After you save your profile, you will see “Your profile has been updated”.
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Welcome $T3 0§

Welcome

My Courses | Library | Communication | Course Catalog

About | [ My Information | | My Preferences | Career Development |

Edit User Profile (Please remember to click 'Save’ at the bottorn of the screen to save any changes.)

Administration Help Desk

Your profile has been updated.

‘User Name 573

Password Change Password
"First Name ST3 * Last Name OS Middle Initial

Emailftdiess Imana_kel\y@ios.dm.gov

Office Phone IQDQ—QDB—B?'SS Ext {if req'd)

Mailing Address 1 |1849 T Strest MYy
Mailing Address 2 I

City |Washingtnn‘ DC

State [ tside US & Canada - =
ZipCode TyRe & 7 © Foreign zip © APO
Zip Code |ZD2110

Country IUmted Ctates

Department |nierior

Bwreau oOffice ofthe Secretary ﬂ
& EEEEE
I 2} 5tart| 8 & Marta C Kelly - Inbox - L... | £ Dffice of the Secretar... || April 16 Instructions | 8] 05 first-time_employes_.. | 8] Document1 - Microsoft ... | « 11:254M

You will need to follow the tutorial for accessing
mandatory training.

If you have problems with this process you can call the DOI LEARN help desk at:
866-466-1998 or e-mail at doilearn@geolearning.com

You can log out of DOI LEARN using the log-on link at the upper top right corner.


mailto:doilearn@geolearning.com

